DAWN ORR

3334 W 55th Place, Denver, Co. 80221, DOBUS@outlook.com.
SUMMARY OF EXPERIENCE:

Business Operational Management, Leadership, Staff Management and Supervision, Purchasing, Finance and Accounting, Business Banking, Accounts Payable, Accounts Receivable, Collections, Contract Review, Human Resources Procedures and On-boarding, Interviewing/ Hiring, Position Development, KPI’s ,Coaching, Analysis of DISC personality testing, Performance Reviews, Training, Policy/Best Practices and Procedural Development, Inventory Management, Negotiation, Shipping & Receiving, Booking Freight, Scheduling, Project Management, Manufacturing Processes, Quality Control, Claims Negotiation, Corporate Insurance, Risk Management, Business Development and Sales, Customer Service, Quoting and/or Engagement Processes, Machinery Operation and Manufacturing Processes.
SKILLS AND STRENGTHS:

Highly organized, strong analytical, oral and written skills, great attention to detail, fast paced, able to fluidly shift priorities, manage multiple projects, strategic thinker, high level of integrity and confidentiality, problem solving, research, self driven and able to work with a high level of ambiguous instruction, team player.
PROFESSIONAL HISTORY:

RGL FORENSIC ACCOUNTING AND CONSULTING-EXECUTIVE OFFICE

Overview:
Brought in as part of a newly formed management team to provide leadership, assist with strategic growth and direction, overhaul processes and procedures, streamline, create efficiencies, reduce costs, oversee all facets of business operations and help drive a cultural shift from a partnership-island mentality to a cohesive corporation driven toward growth and a culture of excellence. Position reports to the CEO.

Business Operations Manager:                                         Aug. 16, 2010 to March. 15, 2013
-Oversee all facets of business operations for 17 US locations in 12 states working with 22 Partners and 7    Office Managers.
- Managing direct report positions of Office Manager and Collections Specialist and 7 non-direct report Office Managers in 7 other states.
- All company contract review, business licenses, Secretary of State Filings.
- Purchase and renewal of 12 lines of corporate business insurance in excess of $25,000,000.00 of coverage.

- Risk Management (Business Continuity, IT Security and Insurance)
- Management of invoicing accounts payable, 1099 forms, collections processes and cash application.
- Corporate banking and oversight, issuance of ACH direct deposits for employee expenses and electronic vendor payments, responsibility to sign all company checks.
- Support the Finance and Accounting department.
- Computer system administrator.
- Oversight of new employee setup and billing rate changes.
- Manage yearly national market rate adjustments and job prices list changes.
- Procedure development and documentation.
- Office equipment management.
- Filing personal, real property and various business taxes.
- Office building lease renewals.
- Project management.
- Business development research.
- Assist CEO with presentation preparation for the Strategic Governing Board meetings.

Accomplishments:
-Developed with our UK team and rolled out the last module of a computer implementation and created the procedural manual.
-Managed a smooth transition of our corporate banking institution.
-Managed the registration process for a newly formed company entity for FINRA approval- 6 month process.
-Re-negotiated corporate insurance contracts in 2011 saving in excess of $47,000.00.
-Negotiated the Executive Office copier replacement and lease in 2011 resulting in savings of $13,000.00.
-Identified financial risk discovering that the corporation was not aware of filing Use Tax returns.
-Risk Management- identified the need for Network Security and Cyber attack insurance. Researched risk levels and coverage requirements, purchased a policy worth $ 4,000,000.00 of coverage. Identified the ongoing need to increase our IT budget for development in IT security.
-Analyzed the company accounts receivable aging, recommended a change in the regional collections structure. Hired and trained a Collections Specialist to be part of the Executive Office.
-Re-purchased National Registered Agents Services for 50% savings.
-Implemented the use of electronic payments for employee expenses by direct ACH. Tested computer system programs and managed IT implementation of the process. This produced a savings on check stock, envelopes, postage, lost mail and providing a benefit for our employees.
-Worked with our International computer system programmer to develop an online automated reporting system which would satisfy one of our largest clients’ requests for information and reduce the much less efficient manual data gathering process. 


 O’NEAL STEEL( Formerly Timberline Steel/Steel Inc.)
Commerce City, Co., USA.
Overview:                                                                                            Jan.12, 1998 to Aug.16, 2010 
During my career with this company I have held various positions; utilizing and continuously developing a diverse skill set. Starting out in Inside Sales I quickly moved to Corporate Purchasing Manager which is where I spent the majority of my career, 8 years. I was part of the company Leadership Team this same timeframe. We were then purchased by a much larger company which conducted a corporate reorganization. I easily moved between positions as a Purchasing Analyst, Processing Specialist and Office Manager as the corporate division continued to re-organize and absorb many of our Management positions into their own corporate office in another state. My years of experience and diverse skill set allowed me to take on any position wherever a need arose while many of the staff was unfortunately being terminated. 

Below are limited statements of responsibility and some noted accomplishments within each position. 

Corporate Purchasing Manager:
Strategic purchasing and inventory management for four regional plants. Vendor  relationship management and contractual price negotiation. Managing three direct report positions; Purchasing Agent, Purchasing Assistant and Office Administrator.
-Negotiated a long term contract with a non- preferred supplier for a manufacturing contract that resulted in large year over year cost savings for our company.

-Successfully purchased material for 8 years avoiding any plant production shut downs that would have affected the productivity or sales of our manufacturing customers.

-Successfully negotiated and maintained supplier relationships in an extremely hot two year market cycle without severe vendor cuts to our supply chain as many other even larger companies in our industry faced.

-Designed  and managed an (outside of our computer system) purchasing program that allowed us to purchase and manage inventory for our largest multi-million dollar manufacturing customer without the industry standard ‘ MRP Purchasing system’.  
-Implemented procedures for a purchase order review and shipment review process eliminating large time inefficiencies in the accounts payable department with respect to pricing problems. 

Purchasing Analyst:

Requested back into Purchasing to correct an environment that under the then current management had deteriorated into causing production shut downs at one of our top manufacturing customers. 

-Diligently negotiated over several quarters, a $50,000 material claim with one supplier that originally refused to take responsibility for their product.  

Processing Specialist: 

Quoting multimillion dollar fabrication jobs to European specs for our largest manufacturing customers. Provided support on other fabrication quoting to the rest of the sales team. Training of new employees in the Sales department.
Inside Sales: 
Material, processing and fabrication quoting as well as customer service to our customers.

-Managed the material flow, traceability, document control and sales process for the Speer Boulevard Bridge replacement in Denver, Colorado. This was over a million dollar job and our largest single sale to date.

-My purchasing experience allowed me to see a large price increase coming in raw materials which would affect the company’s bottom line if measures weren’t taken immediately. Our Purchasing Manager at the time was on vacation. Worked 16 hour days ( Sales then Purchasing) for about four days to rectify the situation that resulted in the company saving over $100,000.00.  (I had moved back to sales for a short period after purchasing to take advantage of a work from home opportunity). 

Office Manager/ Managers Quality Representative ISO 9002

Managed all regional report generating ,month end financial package oversight as well as accounts payable for 4 facilities. Sat on the company Safety Committee.
-Found a charge that was being put through accounts payable at the wrong amount for many years that was incorrect that resulted in a credit of several thousand dollars.

-Worked diligently with a Utility Consultant over 8 months researching information resulting in tax credits for $15,000.00  refunded from historic payments and an ongoing reduction in our future payments.

-Uncovered an imbalance in reporting in our freight revenue and expense calculations that were buried within our new computer system and multiplying in error. Imbalance was $9000.00 over 5 months.

-Discovered variances in our operating statement that were aberrations caused by system input errors rather than true variances in production. 

-Named district ‘Managers Quality Representative’ for ISO 9002 certification process and ongoing liaison requirements. 

RUSSEL METALS INC.

Calgary ,Ab., Canada
Head of Water Well Department   Manager Mike Goodrow                Aug. ‘96 to Oct’96                    
Manage all aspects of water well department operations. Sales, purchasing, inventory control, scheduling jobs and warehousemen. 
-Managed the purchase and shipping of the largest single sale ($250,000.00.) of product that was sent overseas to Saudi Arabia to install water systems for a water poor region.
Inside Sales Rep.  (Steel Dept.)                                                               Jan.’ 95 to Aug. ’96                                                     

Sold raw steel and company processing capabilities, purchased buyout materials. Customer relationship management.
 
CUSACK’S WELDING AND MACHINE
Ft. St. John, B.C., Canada
(604) 785-5151    Owner:   Earl Cusack

Sept.’92 to Nov. ‘94                                           Office Manager / Shop Coordinator

Sept.’91 to Sept. ‘92
                                         Assistant Office Manager / Asst. Shop Coordinator

Sept. ‘90 to Sept. ‘91                                          Office Administrator / Welder’s Helper

May ‘90 to Sept. ‘90
                                         Welder’s Helper / Shop Assistant
Responsibilities applying to all phases of my employment with this company:
Office Administration:

-Inventory control.
-Invoicing, accounts payable and receivable.
-Maintain pricing book. 

-Bookkeeping, banking, balancing of cash, and general office duties.
-Schedule freight trucks.
Welding and Machine Shop:
-Manage/ Purchase inventory for shop projects as well shop tools and supplies.
-Book and schedule jobs.
-Project estimating from blueprints.
-Assist  in design and make drawings for small projects.
-Steel, aluminum, stainless , pipe and fittings sales.
-Hiring summer laborers.
Shop Assistant and Welder’s Helper:
-Assist welders and machinists with jobs.
-Experience on machinery such as shear, brake, drill press, ironworker and hand tools.
-Loading and unloading of trucks with overhead crane, delivery and pick up of steel parts and fabricated projects.
-Gas plant work and mobile welding.
PROFESSIONAL COURSES, COMPUTER SKILLS AND ASSOCIATIONS:
     2013                     -Understanding Financial Statements- Fred Pryor
     2012                    -McGhee Productivity Solutions- Take Back Your Life 
                                 - Priority & Time Management upgrading to the technological age.

     2011                    - Collections Law, Excel 2007, Use Tax

     2011                    - Creative Problem Solving and Strategic Planning- Fred Pryor
     2011
         -
Criticism & Discipline Skills for Managers- Fred Pryor







     2007                    - CompuMaster -Advanced Excel Techniques
     2005                    - Dale Carnegie- Leadership Training for Managers  

     2004 – 2010       - Affiliated with the IGCA Italian Greyhound Rescue Association of Colorado
· Fostered and provided vet care for over 22 dogs while they waited for permanent home adoptions.

·  Regular monthly donator  to the Elephant Sanctuary in  Hohenwald, Tennessee.
      2000                     - SSCI  Inventory Management.
      1996
           - Priority Management Inc. - Priority Management Course.
      1992
           - Blue Star Oilfield Training-Workplace Hazardous Information Management 




 System.
                                   - Volunteer with the SPCA of British Columbia, Canada.
                                    *Proficient in Excel, MS Word, Acrobat, MS Outlook, AS400, Maconomy/Deltek.

      References supplied upon request. 
